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POUCH LETTER TO ALL S8U MISSLONS & TRANSFER OF SSU OVERSEAS MISSIONS #0 oy

SUBJECT: Detalled Procedure for Liquidetion of SSU Activities Oversess

<« e, 3

1. Beference Cable JWASH 26689 dated 6 Heptember 1946 signed by the
Direotor, S8, mdvising that all S8U overseas esteblishmentsz will be liguidated
at olose of business on 19 October 1946.

2« Every effort was made to include as many essential instruotions as
wors nesgessary in the above ocmble. However, the procedures below are intended to
supplement in greater detail those which were mentioned in the above referred to
osble. In some cases, there may be slight duplioation.

OPE RATI ONS
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PERSQNNEL

CIVILIAN EMPLOYEES

4. In order to facllitate the separation of present SSU oivilisn persomnel
overseas and to socomplish the appointment of selested individusls to the 0IG, it
hae been determined that all employses so selected will be appointed at their present
gross ennual salary. After such appolntments heve been effected, an organizational
review of the indlviduel positions end incumbmnts will be made by CIG.

B« Ta oarry out the provisions of the liquidation and adhers to existing
regulations, it is necessary for the Chiefk of Missions or Stations or their authorized
representatives to lssue a termination notioe (eopy attached) to mll civilian employees.
This letter must be delivered to the employse not later than 19 September, which is 30

days prior to the effeqtive date of terminetion, and to be effestive ez of the olose of
business 19 %tab&r 1948,
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6. Any oivilian employees under your jurisdiction who are not o be appointed
to GIG should be returned to this headgquarters by the festest avallable surfage trans-
portation, Militery transportetion should be used et no cosi to 85U wherever possible.
In eny event, all such employees should be enroute to the United States by 1 October
1946, In the event arrivel in the U.5. does not tske place on or hefore 18 October
1946, extensions of the effective date of terminetion will be issued by the Washington
Qffiae.

o 7« In order to accomplish the appointment of employees to the CIG so &z %o
vrevent delay in peyments of salary, allowanoces, eto., the following forme rust be
completed or sipmed scomr@ing to the following instruotions, and returned so &s to
reach this off'ice not leter then 1 November 1846:

() Personnel jotion Pequest ~ Form /37l = All of the information whieh
can be supplied by this office will be inserted on the face of the forme. It
should be reviewed, information eadded where required, and signed by the employee
concerned. lLikewise, a complete atatement of the dutlies performed by the eumployee
should be given on the reverse under "Job Deaoription™, usinz the space under
"Speoirl Qualifiontions” if necessary {See Par. 7(b) below). The completed form
should then be reviewed and signed by the suthorized offleiels at your headquarters.
It is requeated that no changes in deductiocn, peyments, or allotments be made at
this time. The original snd one copy, both signed, muet be rebturned to Washington.

(v) Application for Fesderal Employment - Stsndard Form #57 » This form
ghould be sompleted in duplicate by the employee sooording to the printed in-
gtructions and attsched to the "FPesrsonnel Action Nequest™. The use of this form
will eliminate the necessity for a statement of "SBpecisl Qualifioations”, which
ig celled for on the "Persomnel iotion Regquest™., Both soplos muet be returned
to Washingbon,

(o) Combined Oath, Afiddevit, Declaration, stc. = Standerd Form #6la -~
All required information on both sides of Gthis torm should be supplled by the
employee who is %o be appointed to the CIG. This form should not be signed priep
to the effesctive dete of appointment, 20 Ootober 1946, and the sipnature should
be witnesased by any Offiser who is authorized to administer caths,

(4) Letter of Appointment - The letter of eppointment should be completed
from the information comteined on the "Personnel Action Request™, and signed by
the Chief or Aoting Chielf of your misslon or station. Conourrently with the
sxecution of the Osth, the employee ghould be given the letter of appolntment,
After beooming soguainted with 14s contents, it should be sipgned by the employee
-as8. evidenece of the socoeptance of the terms of appointment and sghould be attached
to the other forms for transmittal to Washington.

{e) Lemve Transoript - Complete information regarding unused lenve balanoes
stending to the oredit of both vouchered end unvouchered 38U employees Lo be appointed
to 0I0 miet be supplied and tranamitted with the other required forms. (See
Paragraph 12).

 {f) BEmployee's Withholding Exemption Certificatdi -« Form f{fW-& - Por
those employees whose status will require tex deductions, forme heve been prepsred
In this offioce and are enclosed. They should be signed by the employes, attached
to the other forms, and returned to Washington. LT R
{(z) Bond Deduction Form =~ Treasury Dept. Form #2254 ~ Forms will be
prepered in this 071106 Lor those now suthorizing bond deductions. The form

ghould be sligned by the employee for transmitial te Washington, It 1s desirable

that no changes in amount of deduotions, ete., be pmade at this time In order that

%elm wil% Aot result in ai‘feating dps.mnts of salq_r{. mtst&ndiu§ individual
ond deduction balances on voucheré&d employses as of 19 Ootober will be refimded.
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8s A2 stated in Paragraph 7 above, it is absolutely essential that all of
the forms disouseed in that paragraph be slgned by the employee and/or the authorised
offielals of your headquarters, and transmitted in the required number of coples via
sir poush to Weshingbon eo as to mrrive not later then 1 November 1946, 8ince a great
@mount of review will be required, any dslays receipt will cause corresponding
delays in payments of salaries and allowanoes.

MILITARY AND NAVAL PERSOHNEL

2889042 Be When the informetion reguested

FINANCE
PAY ROLL

11+ All overseas sslary peyments and all living and quarters allowances due
voughered funds employees will be pald to them on the regular pey rodl for the periocd
ending QOB 19 October 1946. Since thisz will represent the final payment of oversess
salary and 1&Q to the employee by the 85U, averseas Finance Officers will make e oanplete
sudit of past payments to the employec to be sure that the finel payment is ooryect.
The finel pay roll should oomtsin the notation that the erployses listed thereon were
terminated as of COB 19 Cotober 1846, ALl semployees loaving Washington on and after
10 September for duty overseas will be placed on Specisl Funds payroll prior to their
departure.

LEAVE

12, 411 leave earmed by SSU employees should be somputed by the oversens
Finence Offioers and the balansce of unused leave ag of COB 19 Uctober should be reported
on "Lesve Transoript®, form attached, In oasos where the unused balance of leave steand-
ing to an employee's oredits is not aveilable, then the date of his entrence on duty er
arrival at oversess post will be shown snd the smount of leave taken while at hig
overseas post will be indlosbed. Ore oopy of “Leave Transoript” will be retained by
the {84 ¥iseion and the original forwarded to the Fisoal Division, Washington, D, C.
A leave transeript wust be furnished to Washington covering those employees who are to
be returusd to the U.2, This transeript mist be forwarded to Washington simultaneocusly
with departure of employees. ‘

AGREEMENTS AND CONTRACTS COVERING RECURRING SERVICES c il

E

AR R N LA

13, 411 formal or informal contraots or agresments covering reourring services
such as rents, utilities, eto., whioch were executed in writing in thememe of the
38U and paid from vouchered funde must be terminated in writing effeotive not later
than COB 19 October 19468, Where necsssary the termination date may ooincide with the
end of & pay periocd under the contrect provided such date is not later than 19 October,
The services themeelves may of sourse be continued and paid for from CIC 8pegial Funds.
Care should be exerolsed in terminating sontracts and agreements to be sure that re-
newals or sontinuence of the services are possible, and to prevent sny loss or dis-
edvantage to the government through sacrifioing rent advences, desirable terms, eta,
(For Specia) Funds oontracts, mee Peragraph 40.)

-
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LIQUIDATION OF 88U (BLYQATIONS

14, Immediate efforts should be made to settle all outstending obligations
againgt the 85U. All outetending obligutions incurred by 85U prior to 20 Goitober 1946
should be pald on or before 31 October 1948 from SSU belances in the field. On 1 November
1946 all paid voushers representing expinditures of vouchered fimde should be forwarded
to Washington with a Speolal Transmittel Lettsr in the usual manner. After 31 October
any vouchered funds obligations which are presented for payment in the fleld will be
forwarded on to Washingion for settlement,

TRAVEL

15. In the cmse of vouchered funde employvees who are under 55U orders in &
travel status as of midnight 19 October 1846, the S8U orders will cemse to be effeotive
as of 12¢01 AM 20 Ootober 1946 and all expenses inourred afber that time will be paid
from C1G funds. Undser no oircumstances will travel expenses Inourred in traveling for
the SSU before 20 Uctober 1946 Le inoluded on the same vouocher with travel expenses in-
curred on end after 20 Uctobsr 1948 for the CIG. 4s previously inetructed by cable,
every effort will be made to restriot travel of employees, oxcept terminated 8SU em-
ployees enrouts to the U.8., during the month of October to prevent confusion in conw
neotion with their termination by S8U and appointment by C16.

PROCUREMENT .,

17, Btatlons and missions should continue to forecast their requirements for
all types of eguipment and supplies whieh are not proocurable locally end forward
reguisitions oovering such requirements to Washington.

18. As of 20 October 1946, missions and stations are required to take a come-
plete and acourate Inventory of all expendable mnd nonexpendabls property, The inventory
should be taken by locstion and forwarded in duplicabe to Washington. A ssmple of

f, is sttached, This form may be
reproduced in the fleld. Thls report must be signed by the Chief of Mimsion.

25X1 |
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TRANSPORTATION

20+ It is expescted that the drmy will continue to furnish transportation
ssrvices where they are available, and en effort is being made to cleer this with the
Har Department sz scon sa possible, Therefore, until further notlce, such services
should be obtasined from the Army. '

SECURITY

21, Persounel to de retained by CIG and wholave not previously completed a
Personal History Statement (Form 8A-1), sample of which is enclosed), will be required
to do so immediately, Completed forms will be forwarded to this office as esxpeditiously
as possible to remoh this office on or before 1 November 104G,

28, Eaoh Chief of Mission will submit to the Washington Office in the form of
e oertifionte, e list of thosge persons being retained by CIG whose morals, character,
honesty, loyalty, diseretion and integrity are, in his opinlon, beyond question.

. 23« Chlefs of Misgions will also submit a memorendum to Washington on each
individual who he determines should not be retained by CIG and the reason for such
determination, and a recommendation on possible fubure use by [_]

25X9 o . —

25X9

SPECIAL FUNRDS

27« Effective 20 Ostober 1946, CIG Bpsoiul Funds will be used exolusively
to continue such operations as are suthoriged snd directed,

28, This termination of 95U and activetion of CIG aotivitlos will require

81l Offices, Misgions, Posts, and Stations, and individuale utilieing Special Funds
in the field tc make an accountlng cut-off COB 19 October 1946,
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2%« A new and entirely independent set of books (or seriem of aoocuntings
£8 the omee may be) mist be started ae of 20 Cotober 1946.

80+ The separation as indloated above must be complete and absolute fram
an scoounting standroint,

31, GSpecial Funds Field Representetives should take the fellowing sotion re-
garding Special Funds flles, records, books and reports:

(2) Prepare new books, to be opened se of 20 October 1948 slong the
reneral lines of S50 books now being utilized. For informetion and guldanoce
in this direstion, s complete sot of instructions and procedures are being
formarded by Speoial Punds, Washingbon, under sepsrate cover, to guch posts as
secyrity permits. ‘

(b) 411 stendard forms to be used in connection with the {10 books should
be revlised to eliminate nll reference to S, 0SS, or C0I, and conform to existing
geourity reguirements.

(e} XNew files, and such other records that sre maintained, should be prepared
for &ll individuale, projects, eto., being transferred and/br romaining motive,

(d) Take =ush o-her steps ms mey be nevessar’ to afford somplste sepgregation
of records,

(e} On 20 October 1946 end monthly thereafter until further notioe, tranafer
te the new books ar amount of foreign currenoles of all tyres regquired, estimated
to be mdequate for one month's operation of CIC activiiies. In the 380 books,
this transfer should be oharged to "Iransfers - Washington" with the explanation
"In acoordance with Washington instructions by memorandum dated " In the
0ICG booke, this trensfer should Le recorded in a svealal mocount opened in the
sontrol journal under the heading "Balances Forwarded.," A subsidiary resord of
this socomt should be maintained detailing the exact typs, smount and rate of
all funds so transferred, The trensfer should be edecquate to cover the monthfs
opsrations 86 that additionsl trensfers will not bs required during the month.

32. 88U books and records should be retained and in the pregent forms The
new CIG Speoial Funds sccounting and pay roll prosedure referred to in Paragraph 31{a)
are applicable unly to the CIG financial reccrds and are not to be applled to the S8U
finencial records during the final liquidation period.

38, 4ll outstendinp mocounts end advences should be called as st 19 October
1946, ¥here it is impossible to obtain socountines on or near that date, the socountings
should be obtained me soon thereafter es possible; If the period ocovered by asoounting .
sxtends beyond thet date, two scoountings should be rendered -- ons up to and including
19 October 1946, and the other to start with 20 Gotober 1546. As socountings are gube
mitted through 19 October 1946, exponsss and other transmctions should be recorded in
S5U books and the balance outstanding should be transferred to CIC books in the following
manners

() 1In the 88U boocks, charge or oredit "Transfers - Teshington" itemizing
each tranaler and identifying clearly by name or appropriate symbol with the
explanetion "In aceordance with Washington instructions in memorandum dated

Aid

*
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{(b) In the C1G books, such trensfars should be recorded in the control
journal in the. spsoial scoount desoribed in paragraph 31(e) above, and detalils
ot esch transfer, including typs, smount and exchange rate compriaslng the balance
&8 being transferred, should be recorded in subsidiery recordss

344 Unon receipt of (IO funds from Vashington, the procedure for oash trensfers
degoribed in Parsgraph 31(e) ebove should be dissontlmed, snd the cash balences remaine
ing on 85U books should be held separately and retained pending specifie instructions
fron Washington as to disposition,

35. Old transactions, olaims and obligations inourred prior to 20 Uotober
1048 ano:ld e iiguidated -with funds held on the 35U books and recorded therein.

36, A ocomplete report should be issued from 8SU books as at COB 19 October
1946, Beginning with 31 Ooctober 1946 and continuing untll SSU books are closed,
two meparste monthly reports, on a celendar month basie, should be lssued to Washington,
covering the activities of S5U and CIO respactlively.

57« ‘here ghould be includad in the monthly CIG reports a sohedule of the
sooount "Balances forwarded", detailed to show the smount, type, and rate of all funde
traneflerrad end the amount, typa end rate of funds nomprisxng,the balance of advance
accounts transferrad,

38 Al) transfer of account notices end other memoranda issusd after
19 Cctober 1946 should olearly state whether the transaction is for 880 or CIG reoords.

39. Information necessary to sstablish new pay roll records ee of 20 Ostober
1946 will be found in the forms and instructlons isasued to handle these forms in that
seotion of this letter dealing with Personnel.

40. All contracts and agreements ocovering recurring services, such as rents
end utilitiee, now beins financed with Speoial Punds should be handled in e manner that
is compatihle with aecuriﬁv and operational requirenents

GENERAL

41. All Pforms, reports or other doouments roquested herein shell be
classifiad &ocerdins to their content, Hawaver, the peckape or packages cantaining
~ . i o : 5 : B lassified and handled ss Top

25X9

42, Mny gquestlions whick arise in comnection with the above procedures
which reguire olarifioetion by Washington should be requested by cable as soon as
posaible, likewlse, any additionel information whioh has not been included in the
cable or this pouch letter will be trensmitited to you by cable as the questiona arise,

25X1

CoLOReL ? 1’ni Eﬁf?

Dirsctor, S5U
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